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Dear Parent(s)/(Guardian(s), 

 

Welcome to Shade Canyon Bridge Program, 

 

This Shade Canyon Bridge Program Handbook (“Handbook”) includes detailed information about daily 
activities, procedures, and policies of Shade Canyon Bridge Program. Please read this information carefully 
and reference it as needed throughout the year. By signing the registration paperwork, you acknowledge that 
you have read, understood and agreed to abide by the policies within this Handbook.  

​  

We are happy to have you join our program! 

 

Should you have any questions, please contact Shade Canyon Staff. 

 

 

Sincerely, 

 

Kristin Kuhn  

Bridge Program Director 
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Vision 
The vision of the Shade Canyon Bridge Program is to extend the Shade Canyon School philosophy by 
honoring simplicity and nurturing the spark of the individual. We aim to provide high-quality extended 
programming that enhances students’ skills, knowledge, and abilities, thereby developing the whole child and 
nourishing a thriving community 

Mission 
The mission of the Shade Canyon Bridge Program is to cultivate inspired learners by offering both 
educational and enriching programming. We seek to increase students’ skills, knowledge, and abilities through 
activities that honor our school's simple, outdoor-focused approach. Simultaneously, we support 
parents/guardians with extended and intersession enriching care. 

Days of Operation 
The program is available every day that Shade Canyon School (SCS) students are required to attend, except 
for three days each year reserved for staff training. In addition, the program provides care for up to an extra 
thirty days during school breaks. 

Hours 

Regular and Minimum School Days 7:30am-8:20am, 12:40pm-4:30pm 

ALL STUDENTS MUST BE PICKED UP BY 4:30pm AS THERE WILL BE NO SUPERVISION 
AVAILABLE AFTER 4:30p.m. 

If a student is not picked up by 4:30p.m., Shade Canyon Bridge Program staff will first contact the 
parent/guardian. If the parent/guardian cannot be reached, the student’s emergency contacts will be called. If 
the student is not picked up by 5:00 PM, staff will contact Child Protective Services and/or local law 
enforcement to request they pick up the child and/or report child abandonment. Excessive late pick-ups 
during the current year (four (4) cumulative incidents for the current school year) may result in the family 
being dismissed from the program. 

 

Acknowledgment and Agreement:​
​
 

By signing below, we acknowledge that we have read, understand, and agree to the above pick-up 
policy. 

 

Parent/Guardian 1: _______________________________ Date: ___________ 

 

Parent/Guardian 2: _______________________________ Date: ___________ 
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Staff List  

Name Position Email/Phone  

Kristin Kuhn Director kristin@shadecanyon.org  

Melinda Hawley Lead Teacher melinda@shadecanyon.org  

Tim de la Torre Administrator 707-241-3175, tim@shadecanyon.org  

Birdie Segal Chief Operations Officer 707-245-7757, birdie@shadecanyon.org  

Everardo Molina Assistant Teacher   

Michele Stanley Assistant Teacher   

Kacey Holsworth Assistant Teacher   
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Policies and Procedures 

Admission and Enrollment 

To participate in the Shade Canyon Bridge Program, students must be enrolled in Shade Canyon School. The 
program is open to all students.  

As required under ELOP regulations, first priority for enrollment must be given to unduplicated students; 
however, the program remains free and accessible to all eligible SCS students. As a local educational agency, 
SCS is committed to providing a safe and inclusive learning environment with equal access and opportunities 
for all students, including enrollment in the Shade Canyon Bridge Program. 

All registration and enrollment forms must be completed, signed, and submitted by hand to the front desk 
BEFORE a student is permitted to attend. The parent/guardian will receive confirmation of enrollment in 
the program. A student may not attend before receiving written confirmation of enrollment.  

Waitlists will be created if the program’s capacity has been exhausted. If a student is on the waitlist, the 
parent/guardian will be notified via e-mail. Once space is available, parents/guardians will receive an email 
and/or phone call to inquire if there is still interest in having the student enroll in the program. 

Priority for enrollment shall be given to unduplicated students which include students who are homeless, 
foster and migratory youth, English language learners, and students who are economically disadvantaged. All 
remaining students shall be placed on a waitlist to accommodate additional students, if space becomes 
available. 

Orientation 

As part of the Bridge Program, we ask that you attend the Shade Canyon Bridge Program orientation night. 
We view you as essential partners in this program, and your participation is a vital part of its success. 

Enrollment in Shade Canyon Bridge Program is a privilege. Therefore, adherence to Shade Canyon 
Bridge Program policies contained within this Handbook is mandatory. Participation in Shade Canyon Bridge 
Program may be terminated at any time for the following reasons or as otherwise stated in this Handbook: 

​
Behavior and Pick-Up Policy 

Parent/Guardian Misconduct:​
Disruptive behavior by parents or guardians that negatively affects the program will not be tolerated. 

Student Behavior:​
Disruptive student behavior and/or misconduct that negatively affects the program will also not be tolerated. 

While we do our very best to keep every child and family enrolled, we reserve the right to terminate care at 
any time for misconduct or behavioral issues that disrupt the program, as determined by Shade Canyon 
Bridge Program staff. Please reference “Behavior Expectations and Discipline” on pgs 9-11.  

The ELOP program concludes at the established dismissal time each program day. Timely student pickup is 
required to ensure student safety and compliance with staffing and district regulations. 

 

 
2025-2026 Shade Canyon Bridge Program Handbook   ​​          5 
BOARD APPROVED 1/20/2026 
​ ​  
 



 
 

Definition of Late Pickup 
A late pickup occurs when a student is not released to an authorized adult by the program’s scheduled 
dismissal time. 

Documentation 
All late pickups will be recorded and maintained as part of the student’s ELOP program record. 

Progressive Accountability Measures 
Failure to comply with pickup expectations may result in the following actions: 

1.​ First Occurrence​
 

○​ Verbal notification to parent/guardian 
○​ Documentation in student record​

 
2.​ Second Occurrence​

 
○​ Written notice to parent/guardian​

 
3.​ Third Occurrence​

 
○​ Mandatory parent/guardian conference 
○​ Development of a corrective pickup plan​

 
4.​ Subsequent Occurrences​

 
○​ Conditional enrollment status 
○​ Reduction of program attendance days 
○​ Removal from the ELOP program 

 

​
Acknowledgment and Agreement:​
By signing below, we acknowledge that we have read, understand, and agree to the above policies. 

 

Parent/Guardian 1: _______________________________ Date: ___________ 

 

Parent/Guardian 2: _______________________________ Date: ___________ 
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Activities 

Participants in the Shade Canyon Bridge Program are offered a wide range of opportunities designed to foster 
individual talents, build meaningful connections, strengthen social–emotional skills, and support academic 
growth in an inclusive and supportive environment. In accordance with ELOP requirements, daily 
programming includes both a strong educational component and a robust enrichment component that extend 
learning beyond the regular school day. 

Activities take place mostly outdoors, with some indoor experiences as needed. Students may participate in 
activities such as nature exploration, gardening, outdoor science investigations, creative arts, music, 
team-building games, literacy workshops, and hands-on STEM projects. This mostly outdoor approach 
supports curiosity, creativity, and real-world learning. Families are asked to ensure that students come dressed 
in weather-appropriate clothing and footwear so they can safely and comfortably participate in all activities. 

 

Clothing 
Outdoor Play and Clothing Policy 

Students will play outside while enrolled in the program, even in inclement weather. To ensure your child’s 
comfort and safety, please follow these recommendations: 

●​ Rainy or Wet Weather: Pack an extra set of labeled clothes, a rain jacket, rain pants, and boots.​
 

●​ All Seasons: Dress your child in layers to stay warm in winter and cool in summer. Wool is 
recommended as a base layer.​
 

●​ Summer: Provide a sun hat, sunscreen, and closed-toe shoes.​
 

●​ Winter: Provide a warm hat, coat, and layers.​
 

●​ Hydration: Please provide a water bottle for your child each day.​
 

It is essential that your child is comfortable during all outdoor activities. If providing the recommended 
clothing or gear is a hardship for your family, please let us know as soon as possible so we can assist you. 

Acknowledgment and Agreement:​
​
By signing below, we acknowledge that we have read, understand, and agree to provide appropriate clothing, 
layers, and gear for outdoor play as outlined above. 

 

Parent/Guardian 1: _______________________________ Date: ___________ 

 

Parent/Guardian 2: _______________________________ Date: __________ 
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Illness 
Parents/guardians will be called and MUST have their student picked up when a student is ill or in any 
significant discomfort.  

Emergency Contacts 
Parents/guardians are responsible for maintaining current student records, including accurate telephone 
numbers, emergency information, authorized pick-up details, and medical/health forms.  

Signing Out 

●​ Each program day, a parent/guardian or an authorized individual listed on the student’s Emergency 
Contact List is required to sign the student out from the program at pick up time. All 
parents/guardians must walk up to the designated sign-out area to sign their child out of the 
program. 

●​ Changes or updates to the student’s emergency contact list can be made in person by a 
parent/caregiver with proper photo identification.  No changes to the Emergency Contact List will 
be accepted by phone. 

●​ To ensure student safety, a photo ID from the person picking up a student may be required before 
releasing the student. 

●​ Students will not be released until they are signed out with a Shade Canyon Bridge Program  staff 
member. 

●​ Once signed out, SCS and Shade Canyon Bridge Program staff are no longer responsible for the 
student and the student and caregiver are expected to leave the Charter School’s grounds.  

●​ Students may walk home only when accompanied by an authorized person after being signed out.  

Withdrawal From Program 
To withdraw your student from the Shade Canyon Bridge Program, written notice must be provided at least 
three (3) days in advance. Reenrollment is contingent upon available space within the program. 

Communication 
Parents/guardians hold the responsibility of staying informed about notices, letters, and other 
communications pertaining to their student. The Shade Canyon Bridge Program maintains forms 
documenting concerning behavior that may pose a safety issue to self or others. These incidents are reported 
to parents/guardians promptly to ensure the issues are addressed in a timely manner since the safety and 
security of our students is our top priority. 

Parent/Guardian Concerns/Questions & Civility 
Parents/guardians are kindly requested to raise any concerns or questions with the Shade Canyon Bridge 
Program staff in a calm and respectful manner. If a concern pertains to another student or parent within the 
program, it must be brought to the attention of the Bridge Program director. Students whose parent/guardian 
inappropriately engage with other students or parent/guardian regarding their actions and behavior may face 
dismissal from the program within the discretion of the  Shade Canyon Bridge Program director. 

Shade Canyon Bridge Program staff will treat parents/guardians and other members of the public with 
respect and expect the same in return. This policy is not intended to deprive any person of their right to 
freedom of speech, but only to maintain a safe, harassment-free environment for our students, staff, 
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parents/guardians, and the public. Shade Canyon Bridge Program staff encourages positive communication 
and discourages disruptive, volatile or hostile communications or actions. 

Custody or Restraining Orders 
It is crucial to maintain up-to-date legal documentation related to student custody and restraining orders, 
which will be securely filed in the SCS main office. Students will only be released to individuals listed on the 
program’s emergency information, which must be completed by the parent/guardian.  

Personal Belongings 
The Shade Canyon Bridge Program is not responsible for lost, stolen, or damaged items. Participants should 
not bring toys, permanent markers, or candy or gum to the program. Cell phones and all electronic 
devices are not allowed during program hours. 

Snacks 
Kindergarten Students will have eaten lunch just before the commencement of the program. A snack time is 
scheduled for 2:20pm and is provided to K-2nd grade. Parent/guardians are welcome to pack an additional 
healthy snack for their child to eat while in the program.  Please ensure a re-usable water bottle is also packed. 

Student Health 
For students with specific health needs, parents/guardians must inform program staff of health concerns and 
changes throughout the school year. In some cases, it may be necessary for program staff to meet with 
parents/guardians to prepare a plan to best meet the needs of the student. 

Medication Administration/Assistance 
Any student who is required to take medication (prescribed or over-the-counter) may be assisted by the 
designated Shade Canyon Bridge Program staff if the school receives: 

1.​ A written statement from an authorized health care provider licensed by the State of California to 
prescribe medications detailing the method, amount, and time schedules by which such medication is 
to be taken, and 

2.​ Written consent from a parent/guardian for the Charter School to assist in administration. Please see 
the office for more information regarding these requirements. 

Emergencies 
Student and staff safety is the first priority of the Shade Canyon Bridge Program. Safety drills including fire, 
earthquake, lockdown, etc. will be practiced in the afterschool setting on a regular basis. 

In the event of an emergency, Shade Canyon Bridge Program staff will follow safety procedures as outlined 
and practiced. Once it is safe to do so, a message via text will be sent out to all Shade Canyon Bridge Program 
parents/guardians informing them of the latest information regarding the incident. Should hazardous 
conditions such as, but not limited to severe weather, fire, earthquake, building safety, emergencies, etc. 
develop during the day or into the afternoon, Shade Canyon Bridge Program may close early to maintain 
safety of students and staff. Parents/guardians will receive communication from Shade Canyon Bridge 
Program staff if it needs to close early for safety reasons or if a student requires an early pick-up by a 
parent/guardian or emergency contact. 
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Behavior Expectations & Discipline 
Student safety is a high priority for Shade Canyon Bridge Program and our focus is the prevention of bullying 
and/or harassment of any kind. It is our desire to implement strategies and best practices to promote a 
positive, safe, and enriching climate for all.  Students are expected to follow the directions of Shade Canyon 
Bridge Program staff and comply with all rules as stated in this Handbook and/or applicable SCS Policies. 

The Shade Canyon Bridge Program Director may draft an agreement between parent/guardian and Shade 
Canyon Bridge Program staff to remediate any challenges and/or suspend or terminate any student from the 
program for the remainder of the school year if it is determined that an unsafe situation for students and/or 
staff exists. An unsafe situation occurs when the health, safety, and well-being of the children and/or staff is 
compromised. 

A family may be dismissed from the program for using abusive, intimidating, and/or threatening behavior 
towards an employee or student of the Shade Canyon Bridge Program. To ensure the safety of all students 
and staff, any threat will be taken seriously, and a referral may be made to law enforcement. 

Participation in the Shade Canyon Bridge Program is a privilege.  The Shade Canyon Bridge Program reserves 
the right to withdraw a student from the program at the discretion of Shade Canyon Bridge staff.   

Shade Canyon Bridge Program uses positive methods of discipline including restorative justice. We set 
reasonable goals and limits and encourage each student and the whole group to resolve challenges. 

Shade Canyon Bridge rules are always enforced. Prohibited student conduct and the basic rules of the Shade 
Canyon Bridge Program include, but are not limited to: 

●​ Showing respect for people, the Shade Canyon Bridge Program and the school facilities we use; 
●​ Hurting of any kind is not allowed (verbal or physical abuse, bullying, intimidation, or 

harassment will not be tolerated); 
●​ Physical aggressiveness and/or excessive physical contact (fighting); 
●​ Threating to cause, attempting to cause, or causing physical injury to another; 
●​ Possession, use, or sale of illegal contraband or other prohibited items or substances; 
●​ Leaving the premises of the program without appropriate sign-out; 
●​ Defiance of authority, refusal to follow instructions of staff and/or administrators – behavior 

that disrupts the orderly educational environment of the program; 
●​ Behavior that endangers other students and/or staff; 
●​ Inappropriate language;  
●​ Damage to or theft of property of the program, staff, or students; 
●​ Inside activities require walking and inside behavior; and 
●​ Compliance with staff direction is required. 

Consequences 

●​ Time out/Time in/Redirection (appropriate for student’s age); 
●​ Behavior Modifications; 
●​ Natural and Logical Consequences; 
●​ A Disciplinary Notice or Referral will be provided to the parent/guardian and logged; 
●​ Three (3) or more disciplinary notices requires a parent/guardian conference; and 
●​ Conference with Shade Canyon Bridge Program staff or School Administration and possible removal 

from the Shade Canyon Bridge  program. 
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To address student behavioral issues the following steps will be taken and implemented by Shade Canyon 
Bridge Program staff as necessary: 

1.​ First Incident: Student will have a verbal warning from staff. (Communication of behavior with a 
parent/guardian during pick up); 

2.​ Second Incident: Staff/student conference to discuss behavior and determine appropriate behavioral 
interventions. (Communication of behavior with parent/guardian during pick up); 

3.​ Third Incident: Parent/guardian and Shade Canyon Bridge Program staff conference and development of 
a behavioral contract to address the student’s misconduct and behavior. (Parents/guardians will need to 
review the contract and sign the contract for the student to continue in the Shade Canyon Bridge 
Program); 

4.​ Fourth Incident: Student will be suspended from the program for up to three (3) days when behavior 
problems persist.  Parents/guardians will need to pick up the student immediately and work with the 
student to address the student’s behavior. 

5.​ Any Further Incidents: Will result in the student being dismissed from the Shade Canyon Bridge Program 
for the remainder of the school year.  Students may be eligible to restart the program at the beginning of 
the next school year. 

6.​ If Shade Canyon Bridge Program staff are experiencing a problem with a student’s behavior, it may be 
necessary to use different steps, possibly in an accelerated manner.  Parents/guardians will be notified in 
writing of any such change. 

7.​ The discipline log will document behavior that has resulted in a violation of Shade Canyon Bridge 
Program rules and behavioral expectations, as set forth above.  The student’s parent/guardian will be 
required to read and sign the incident report.  If a student is perceived to be a danger to other students, 
the parent/guardian will be called to pick up the student from the program.  For their own safety, 
students who do not comply with staff instructions or leave the site without permission will be removed 
from the program. 

8.​ If a student engages in behavior that warrants suspension or expulsion from the Charter School, the 
student will be dismissed from the program.  

9.​ If a student demonstrates excessive, malicious, or dangerous behavior, the parent/guardian or emergency 
contact must be available to pick up the student immediately. Severe infractions may result in immediate 
dismissal from the program and may not follow the steps outlined above. 

 
Communication 
Communication is of the utmost importance to us. We take our responsibility of caring for your children very 
seriously. We encourage you to share your wishes, hopes, joys, and concerns with us so that we can work 
together to provide the best possible experience for your child. 
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​
Parent/Guardian Handbook Acknowledgment​
I have read and understand the Shade Canyon Bridge Program Handbook and agree to comply with the 
policies and procedures outlined within. 

Parent/Guardian Partnership Acknowledgment​
​
I understand that my partnership in this program is essential. By signing below, I acknowledge that I have 
read this information and agree to follow the policies and guidelines as my part of this partnership in the 
Shade Canyon Bridge Program.​
 

Parent/Guardian 1: _______________________________ Date: ___________ 

Parent/Guardian 2: _______________________________ Date: ___________ 

Student Name: _______________________________ 
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